DUTIES OF THE OFFICE

As outlined in the MSU Pre-Law Society Constitution

Section 1.The President shall be responsible for the following:

a) Presiding over all meetings and events organized by the Society.

b) Contacting and extending all invitations to possible participants in Society events. Also introducing the speakers, participants, and guests to the members.

c) Overseeing the Society to ensure that it complies with the rules and objectives of this Constitution.

d) Deciding the course of action that the Society will implement.

e) The power to sign checks and employ Society funds for appropriate uses.

f) Organizing all meetings of the E-Board

g) Maintaining contact with the Advisor(s) and including them in the activities of the Society.

h) With other officers, writing and sending letters of appreciation to all invited speakers, participants, and guests of the Society.

i) With the other officers, initiating the action necessary for the dismissal or suspension of a member.

Section 2.The Vice-President shall be responsible for the following:

a) All duties enumerated in Article VI, Section 1 in the absence of the President.

b) The power to sign checks and employ Society funds for appropriate uses.

c) With other officers, writing and sending letters of appreciation to all invited speakers, participants, and guests of the Society.

d) With the other officers, initiating the action necessary for the dismissal or suspension of a member.

e) All duties of publicizing the Society including chalking the night before meetings (weather permitting).

f) Design and print fliers and arrange to have them put up before the necessary meetings and events.

g) Make big signs to advertise the first meeting of each semester.

h) Help other committee’s and E-board make flyers for events, volunteering, etc.

i) Have sign-ups at meeting for volunteers to post flyers

j) Design and print brochures and distribute to advising offices, as well as test-prep companies.

k) Communicate plans with the E-board members.

Section 3.The Treasurer shall be responsible for the following:

a) Ensuring the maintenance of the Society’s monetary account(s).

b) Maintaining a detailed description of the Society’s expenses and revenues.

c) Creating a preliminary budget for each semester and making sure the Society abides by the budget.

d) Petitioning for funds from ASMSU.

e) Providing the E-Board and other members with up-to-date financial information, when necessary.

f) The power to sign checks and employ Society funds for appropriate use.

g) All fundraising responsibilities.

h) Ensuring that the Society complies with the financial requirements and regulations placed on the Registered Student Organizations.

i) With other officers, writing and sending letters of appreciation to all invited speakers, participants, and guests of the Society.

j) With the other officers, initiating the action necessary for the dismissal or suspension of a member.

Section 4.The Secretary shall be responsible for the following:

a) Typing all amendments to the Constitution and submitting any revisions to all departments and persons working within the Society.

b) Managing the Society’s email account & facebook group (includes: sending out meeting reminders, event opportunities, other general informational emails, etc.)

c) Providing an updated and detailed written agenda for every member at each meeting.

d) Maintaining and updating a list of members, which will include the member’s name, e-mail address, and year of school.

e) With other officers, writing and sending letters of appreciation to all invited speakers, participants, and guests of the Society.

f) The power to sign checks and employ Society funds for appropriate use.

g) With the other officers, initiating the action necessary for the dismissal or suspension of a member.

Section 5.The Events & Community Outreach Coordinator shall be responsible for the following:

a) Plan volunteering events that the whole group can attend.

b) Provide members with a list of other volunteering opportunities that they can do on their own time.

c) Work with fundraising on a possible joint event that would benefit Pre-law Society and a charity.

d) Plan at least…

a. 2 social events/semester

b. 2 educational trips/semester (law school visits, LSAC Forum, law firm/courthouse visits, etc.)

e) Schedule room arrangements for practice tests.

f) Work with VP to publicize events.

g) Details such as travel plans and itineraries.

h) Communicate your plans with the E-Board members.

Section 6.The Webmaster shall be responsible for the following

a) Maintain a visually appealing and easy to use website.

b) Add graphics and pictures to the website.

c) Regularly update participation points.

d) Update the speaker list and events for the semester at the beginning of each semester.

e) Update the list of events and speakers whenever there is a change.

f) Provide resource links to other helpful law related websites.

Section 8( Each E-board member must be able to commit to serve the Society for a full academic year in the elected position; those studying abroad, interning away from campus, etc. shall not be permitted to run for office. Falsification of such information at the time of elections may result in disciplinary action by ASMSU.

